
 
 

N-FOCUS Major Release 
MLTC 

April 15, 2018 
A Major Release of the N-FOCUS system is being implemented April 15, 2018.  This 

document provides information explaining new functionality, enhancements and problem 
resolutions made effective with this release.  This document is divided into four main sections:  

 
General Interest and Mainframe Topics:  All N-FOCUS users should read this section.  
 
Electronic Application:  N-FOCUS users responsible for case activity received through 
the Web based Electronic Application should read this section.   
 
Developmental Disabilities Programs: N-FOCUS users who work directly with DD 
programs and those who work with the related Medicaid cases should read this section.  
 

Note: This section will only appear when there are tips, enhancements or fixes specific 
to Development Disabilities Programs. 

 
Expert System:  All N-FOCUS users with responsibility for case entry for AABD, ADC 
Payment, SNAP, CC, FW, IL, MED, and Retro MED should read this section.  
 
Note: When new functionality is added to N-FOCUS that crosses multiple topics (ie 

General Interest and Mainframe, Alerts, Correspondence, Expert System etc) the 
functionality will be described in one primary location.  This location will usually be 
the General Interest and Mainframe section or the Expert System section.  Alerts, 
Work Tasks and Correspondence that are part of the new functionality will be 
documented in both the primary location that describes the entire process and in the 
Alerts, Work Tasks and Correspondence sections. 
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General Interest and Mainframe 

Master Client Index MCI – New 

Medicaid eligibility is in the process of being moved from NFOCUS to NTRAC.  As part of 
this change, the Master Client Index (MCI) will maintain person data from both systems. The 
Master Client Index (MCI) data will be synchronized between NFOCUS and NTRAC to 
streamline the data management (search, create, update, merge and discontinue) processes 
between Medicaid and non-Medicaid Programs.   

 
Having the people linked in both systems allows for the daily interface between N-FOCUS 

and NTRAC to pass eligibility information back and forth for an individual.   
 
The MCI Implementation will be handled in two phases. The first phase is the integration of 

NFOCUS with MCI. The second phase of the MCI implementation will be the integration of 
NTRAC with the MCI. 

 

Person Search Window 

With this release, Search Discontinued Persons is now an available option from the Person 
Search window. Only discontinued ARPs will display. 
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Person Detail Window (Change) 

The MCI icon will now be on the Person Detail window.  This icon will provide a view of 
person data contained on the Master Client Index (MCI). The view is informational/read only. 

 

 
 

 

Confirm Discontinue Duplicate Person (Change) 

With this release, a new consolidation process will be available for merging duplicate ARPs. 
When discontinuing an ARP you will be able to update the existing ARP with the new data.  You 
no longer have to unverify the SSN or terminate the SSN.  If you attempt to use the Terminate 
SSN action you will receive this message.  

 
Sceen prints are on the following pages. 



 

 
Page 5 

 
  

 
 

 
 
Answer yes and select the Discontinue Duplicate Person function on the drop down menu 

instead. If you really only need to terminate an SSN, because it doesn’t belong to the person and 
there isn’t a correct SSN to enter, answer No to continue.  
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VLP/SAVE Goes Paperless May 2018 for Medicaid Workers (Change) 

The Verify Lawful Presence (VLP) system has been changed to go ‘paperless’ effective May, 
2018.  This means that the paper G845 and attachments will no longer be accepted by the 
Department of Homeland Security (DHS) beginning May, 2018.  The VLP interface was meant 
to have a document upload function to go along with these changes.  NFOCUS has opted not to 
implement this change as MLTC will be changing to NTRAC within a year.  Because of this 
workers will use SAVE On-line for the 10% cases that are not resolved by VLP at Step 1 or Step 2.  

 
The following instructions should be used for VLP/SAVE effective May 2018. 
 

Continue to use the US Citizenship/Immigration window to verify citizenship and immigration 
status.  
 

 
 

1. From the Detail Master Case window:  
a. Select Actions 
b. Select US Citizenship and Immigration 

 
2.  On the US Citizenship/Immigration window enter the data required from the client’s 

documentation.  
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3.  Ninety % of these requests at Step 1 verification of citizen/immigration status should 

receive a response within seconds.  

a. These responses should indicate the if the client’s Lawful Presence is verified, if a 

Qualified Non-Citizen, if the Five Year Bar is applicable, if the Five Year Bar is 

met or is a US Citizen.  

b. If at least one of those is present, VLP should close these requests. 
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4. The Step 1 response may include a request for better information or error correction 

information. 

a. Requests for additional information could be for: 

i. Correct Numeric Identifier 

ii. Alias information 

iii. Unexpired Foreign Passport Employment Authorization Data (EAD) 

History 

iv. Affidavit of Support 

v. Correct Grant Date  

b. If you can add the additional or corrected information do so and resubmit.   

i. This request should go to Step 2 and processing time should be 3 to 5 

days.  

ii. The response should indicate the person’s current status or a request to 

submit documents.  

c. If you received a valid response proceed with eligibility determination.  VLP 

should close the request.  

5.  If you are requested to attach a document or if you have not received a response after 5 

days follow the additional steps to close your current request.  

a. Go to the Actions drop down on the US Citizenship/Immigration window. 

b. Select ‘Close Request’.  
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6. If you need to submit documents or if you have waited more than 5 days for a valid 

response you must make a new request to the Online SAVE system. 

a. Scanned documents can be uploaded using this system.  

7. YOU WILL NEED A SAVE ID and PASSWORD to access the Online SAVE system.  

a. Contact NFOCUS Production Support to obtain the SAVE ID and 

Password.  

b. Use the internet address jump from the Production Support email with your 

SAVE ID and Password to get to the SAVE page. 

8. If you already have a SAVE ID and Password to find the SAVE Database: 

a. Go to the DHHS Home Page select ‘RESOURCES’. 

b. On the Resources page select  ‘NFOCUS SPECIFIC’ in the last column, 

c. On the NFOCUS Specific Useful Links page select ‘HOMELAND SECURITY 

SAVE DATABASE’. 

9. Sign in to SAVE. 

10. Select ‘Initiate Case’, add client information and Submit.  
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11. The SAVE System searches the DHS databases for records that match the applicant’s 

information. Within seconds, the system will provide an electronic response with the 

applicant’s current immigration status or a message prompting the user to “Institute 

Additional Verification” will appear on the window.  

12.  If the applicant’s immigration status is confirmed the verification process is complete.  

13.  If the status is not confirmed and the SAVE system requests additional information you 

will see the response below.   
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14. Take the following steps for uploading documents to SAVE: 

a. Add the requested information to the window above, or 

b. As suggested on the window, upload documents to the SAVE System.  

a. From NFOCUS Document Imaging find the desired document and use the 

Snipping Tool to copy and save as a JPEG, PDF or GIF the document 

to your desk top or H Drive. 

i.  FYI, for uploading to the SAVE system, the file size cannot exceed 

5mb and the acceptable file types are jpg, jpeg, pdf, gif, png. 

c. On the SAVE Additional Verification window select the Browse button to 

find your document. 

d. Select Attach and   

e. Select the Submit button to upload the document.   

f. After submitting the additional information for second level verification, a 

status verifier searches the appropriate immigration databases for the 

applicant’s records.  

i. Within 3 to 5 federal working days the system should return the 

applicant’s status. 

ii. When the applicant’s immigration status is confirmed the verification 

process is complete and the case is closed.  

g.  If the status is not confirmed, the system will provide additional information or 
guidance concerning how to proceed, e.g., “Unable to Verify, Advise Applicant to 
visit local USCIS office to inquire” or “Unable to Verify, Advise Applicant to visit 
local CBP office to inquire about incorrect data on I-94”.  Additionally, if the user 
has concerns about any information provided by SAVE on third level response, 
the user may contact SAVE Customer Service at 877-469-2563 or 
save.help@uscis.dhs.gov.  This information can be found under HELP on the 
task bar in Contact Us.  

15. SAVE Sign out 

a. Use the Sign Out on the top right of the page to close out of the SAVE system.  Do 

not just X out of the window, it will leave other windows open.  (see below) 
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Updating Pregnancy (Change) 

With this release, when an Unborn child is born the worker will be able to change the baby’s 
last name if the child is not given the same last name as the mother. 

ACCESSNebraska Electronic Application 

Change Report (Change) 

The following have been added to the ACCESSNebraska Change Report with this release: 
 

 Text has been added to the Comments box with a countdown “1000 Characters 
Remaining” 

 An error message has been added if the user times out on the session.  
o “Session Timeout”. You must close this window and reopen the application. 

Document Imaging 

Barcoding Documents (Change) 

EA Review/Recertification Application (Change) 

 
Full page Bar Code sheets mailed with certain documents are changing to smaller bar codes 

found on the bottom of each sent document.  The Economic Assistance Review/Recertification 
Application (EA-RA Form) is the first document to change to the placement of the barcode.  
Others are anticipated to follow with future NFOCUS releases.  
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There will no longer be a separate sheet of the barcode for any EA-RA with a creation date 
after May 1, 2018.  The barcode will now appear at the bottom right corner, of the front-and-
back side of each sheet (not including the client rights and responsibilities pages).  The 
Economic Assistance Review/Recertification Application is the only correspondence piece to 
have the new barcode with this release. The barcode will only occur on recertification created in 
batch runs. 

 
Note: With the April release, EA-RA forms created and printed starting in May, 2018 will 

have the new bar code.  This applies to the new stored copies.  The old stored 
copies, created prior to May, 2018, will continue to have the old bar code sheet. 

 
Examples are shown on the following pages. 
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Use of the IBML Large Scanner 

When using the IBML Scanner, the new and old barcode style on the EA-RA Form will 
continue to be read by the machine.  If the EA-RA form has been returned to the agency as 
“return to sender mail” regardless of barcode style, Document Imaging staff will still need to 
open all returned mail and prepare it as usual as a “returned mail” batch job.  However, the 
process flow of the IBML image server will automatically index all EA-RA Forms to the client 
case as return mail.  This means Document Imaging staff will no longer see the EA-RA pulled in 
to the Win Client worker queue.  But, Document Imaging staff still have the ability to search for 
and edit the EA-RA forms if needed.   

 
If the completed EA-RA form has been successfully received by the agency on behalf of the 

client, Document Imaging staff will still open and prepare it as usual as an “application” batch 
job along with any supporting documentation that was included, such as paystubs or bank 
statements, and continue to manually index and check-in to the client case using WinClient.   

 
The IBML scanner will read the EA-RA new barcode style as one transaction with one 

document line (additional document lines will be present if supporting documentation has been 
included).  In the Win Client screenshots below, the sample EA-RA is four double sided sheets 
(8 pages).  It created 1 document line when scanned on the IBML.   

 

 
 
However, if additional documents are submitted with the EA-RA Form, such as paystubs or 

bank statements, then those items will create additional document lines and will need to be 
categorized, edited, and checked-in manually by document imaging staff. 

 
Once indexed, the EA-RA form with the new barcode will: automatically update the 

review/recertification tracking date, automatically tie the application to the master case, and 
automatically place SNAP program into pending status if it has not been closed for over 30 days. 
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Additional Scanning Update for IBML Return Mail Process 

An additional update has been made to the return mail process when scanning on the IBML. 
For any piece of agency correspondence with the old barcode style (barcodes prior to April 15th 
release as seen below) that is prepped and scanned as return to sender mail batch- will also 
automatically index to the client case as return mail. 

 
Examples are shown on the following pages. 
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Win Client Desktop Scanning Process (Change) 

 
When scanning the Economic Assistance Review/Recertification Application (EA-RA) with 

the new barcode on a desktop scanner using Win Client, the barcode will be read as one 
transaction with one document line per sheet (additional document lines will be present if 
supporting documentation has been included).  In the Win Client screenshots below, the sample 
EA-RA is four double sided sheets (8 pages).  It created four document lines when scanned.  The 
EA-RA could contain more pages depending on the size of the household and therefore, could 
create more document lines in Win Client than shown in the screenshot below. 

 
Document imaging staff will still need to manually merge all four document lines into one 

document line to have the EA-RA form appear in the NFOCUS list image window as one entry 
with all pages together.  Also, if additional documents are submitted with the EA-RA Form, such 
as paystubs or bank statements, then those items will still need to be split, categorized, edited, 
and checked-in manually by document imaging staff 

 

 

Expert System 

DDAC Waiver Program Closure (Change) 

The DDAC Waiver program has been decommissioned and is no longer available to be added 
or re-opened in NFOCUS. 

Medical Impairment Type ADC Incapacity (Change) 

Medical Impairment Type ADC Incapacity is invalid and will no longer appear in the Expert 
System Med Impairment window. 


